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uronm AR-RM 1 RENUEST FOK RECORDS RETENTION SCHFQULE
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To { _Submitted to the Records Managemha _ division

Hall of Records

Commission

Hall of Records Commission

:lConEDULE 340 PR

PAGE

NO. 1.

‘. Requesting Agency

HALL OF RECORDS COMMISSION

2. Division or Bureau of Requesting Agency

RECORDS MARAGEMERT DIVISIOR

3. Authorization Requested (Check only one of the squarés below) .

Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
D additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warfant retention. have value to warrant their retention after

the period of time indicated.

5. Description of Records

6. Recommendation

?' Describe records accurately. Include title, form number, size of documents, of Hall of Records
'\:em work or activity to which the records relate inclusive dotes and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
1, | GENERAL CORRESPONDENCE

A.

B,

Size: 83" x 11»

Dates: 1954 « = °

Quantity: % cubie foot

File Arrangement: Alphabtetical by subject
Annual Accumilations Less than 3 cubdic foct

The Genaral Correspondence fils contains eorrespondence with State
agancies and commercial organizations relating to gamaral records
management matters. A emall portion of the file consists of corres-
pondence with records mansgement personnsl in othsr states request-
ing information regarding Maryland's records mansgement program.
Categories of major importance, whiech include receipts end work-
papers as woll as correspondence, are concermed with microfilming
activities, record center planning, purchase clearances, legislation
and propogsed bills, opinions of the Attormey General, records sched-
ule approval, and waste paper disposil. Correspondence with county,
State, and municipal agencies eoncernsd with specific problems in
the creation, management, or destruction of records is found in the
Correspondence File for County, State, and Mmicipal Agencies

(Item 2). The recammendation below applies anly to the General
Correspondence File.

RECOMMENDATION: RETAIN PERMANENTLY OPINIONS OF THE ATTORNEY GERERAL
AND RECORDS WHICH ESTABLISH PRFCEDERTS AND FOLICIES
IN RECORDS MAMAGEMERT,

RECOMMERDATION: RETAIN ALL OTHER MATERIAL FOR THREE YEARS; TRANSFER

TO THE RECCRD CENTER FOR AN ADDITIONAL TWO YEARS,
AMD THEN DESTROY.

7. Agency, Division or Bureau Representative

M 5 W/ Archivist & Records Administrator 1/9/1959

Schedule Authorlzed as Indicated in Col. 6 by Hal! of

Signature Title

Disposal Authorized as Indicated in Col.

Records Commission. Public Works.

Date
6 by Board of

1/9/1959 M S,W
Dote Archivist Date MA&%%JL%
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FORM, HR-RM 1A

(11-1.86) ' ns(" <ST FOR RECORDS RETENTION SCF ULE
" Hell of Records . )

{Continuation Sheet)

| SCHEDULE 40

NO.

PAGE

Commission NO. go

4 5. Description of Records 6. Recommendation

t Describe records accurately. Include title, form number, size of documents, of Hall of Records
lem work or activity to which the records relote, inclusive dates, and quantity - and Board of Public

(cubic or linear feet). Show recommended retention period.

Works.

A.

[

3.

CCRRESPONDENCE - COURTY, STATE, AND MUNICIPAL AGENCIES

Size: 8% x 11

Dates; 1951 - -

Quantity:s 23 cubie feet

File Arrangement: Alphabetiscal by agency or county and
chronological therein

Annual Accumulation: less than § cubde foot

Correspendence with counties, State agencies, end municipalities
deals with specific problems in record ereation, management, and

disposal, In addition to correspondence, each agency folder containg

£ield trip reports which summarize Records Management Staff activi-
ties. Certain of this correspondence, in conjunction with schedule
control records, sets forth policies in regard to records. The
majority of the file, however, consists of routine correspondence
such as anknowledgments lettors of transmittal, and requests for
appointments.

RECOMMENDATIONs REEAIH PﬂlMANERIIZ CORRESPONDENCE WHICH SETS FORTH
POLICY GR IONG-RANGE MAMZIEMENT PROCEDURES.

RECOMMENDAT ION: - RETAIN ALL OTHER MATERIAL FOR THERE YEARS; TRANSFER
T0 RECORD CENTER FOR AN ADDITIONAL TWO YEARS AND
* THEN DESTROY.

RECORDS DISPOSAL CONTROL CARDS .

Form No.s HR-RM-3 (5-5-5k)

Size:s S* x B¢

Dates: 1953 - -

Quantity: 2 drawers (1 cubic foot)

File Arrangemsnt: ' Alphabetical by agensy or connty aMd

manicipality, and by scheduls and item

' number therein

Annual Accumulation; Less than % cubie foet

Agencies are required by law to report ths destruction of recards to

.| the Hall of Records Commission. The reporting is accomplished on

Certificates of Records Disposal, information from whiéh is in twm
posted to disposal control cards covering individual records. Each
card shows the title of ths record, the name of the agency, ths
schedule and item mumber, the retention periocd, ths approval date,
the rate of accumalation, and for all records dispooed of--the date,
amount, and inclusive dates.

RECOMMENDATION: RETAIN PERMANERTLY.

7
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‘' FORM NMR-RM 1A

i‘col‘fEDULE 34—0

(11-1-86) RE(’ ST FOR RECORDS RETENTION SCHF™ ULE
Holl of Records {Continuation Sheet) PAGE
Commission NO. 3¢ '
ipti f R d 6. Recommendation
4. 5. Description of Records S, Becommendati

o

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

5.

MICROFILM WORKSHEELS

Size: 83 x 11»

Datess 1940 -~ -

Quantity: 1 fils drawer

Fils Arrangement: Chronological
Disposable Amount: 13 cubic feet

This file is composed of mimsographed forms giving the date of
receipt and inspsction, the eounty or job, the type of record micro-
£ilmed, a description, the reel number, the date of filming and
retakes if any, and the date of delivery.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY. ..

RECORDS SCHEDULE CONTROL FILE

Form No.s HR-RM 1 and 1A

Sige: 08%® x 1I®

Dates: 1953 - -

Quantity: 13 cudic fest ‘

therein by schedule mumber -
Anmoal Accurmlatien; Iess than g cubic foot .

The Records Msnagement Divhi&x inventories records of State, cowty,

. |and mmicipal agsnciss snd schedules thém for periodic dispesal, per-

manent retention, transfer to the archives, or microfilming end sub-
sequent disposal, The Racords- Sehedule Control File containg inform-
gtion describing individual records inventoried, statements explaine

g the relationghips of rscords to the ereating offices, and recem-

mendations congerned with the dispozition of each typs of record in-

ventoried. The recomsendations, after approval by ths Archivist and
he'Board of Public Works, becoms the sgency!s authority for the
pte on or disposition of the records which are t0 be controlled

h the operation of the scheduls.

The folders containing the schedules alse include occasional corres-
pondénes pricr to 1553 concerned with granting authority for recerds

A duplicate set of schedules, maintained by the Record Center is
sonsidered non-record within the meaninz of the statute

on-record material (Article L1, Section 179, Amnotated Code of
aryland, 1957 edition), Other copies are retained permanemtly

by the Board of Public Works and by eash agency. The recommendation
belew applies only to the sehedulss retained in the Rscords Manage-
mont Divisien office.

RECOMMENDATION: RETAIN PERMANERTIY.

File Arrangement; anmwwwy@%&l%é /{(//
- i

- A
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E/ronm MR-RM 1A SCHEDULE

(11-1.-36) RE{ " SST FOR RECORDS RETENTION SCK ~ULE No. 340
Hall of Records (Continuation Sheet) PAGE
Commission NO. h..
4 5. Description of Records 6. Recommendation
y Describe records accurately. Include title, form number, size of documents, of Hall of Records
mem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o (cubic or linear feet). Show recommended retention period. Works,

6. | CERTIPICATES OF RECORDS DISPOSAL

Form No.: HR-RM 2

Sizes 837 x 11»

Datess 1953 - -

Quantity:s 1 cubic foot

File Arrangements By agency and chronological therein
Anmual Accumulation: Iess than 4 cubic feot

State, county, and mumnicipal agencies are required by law to file
with the Hall of Records Commiszion certificates of dispesal cover-
ing the destruction of records. The certificate form shows the
name and divigion of the agency, a description of the records, the
schedule and item mmber, the inclusive dates of the records, the
volume disposed of, ths date of disposal, the method of disposal,

-| the signature and titls of the agency representative, and the date.
Information on quantities disposed of - is posted to the Disposal Con-

RECOMMENDATION: RETAIN PERMANERTLY.

. 7. | RECORD ANALYSIS SHEETS

Size: 837 x 11®
Dates: 1953 - -
Quantity: 3 cubic feet

File Arrangement: By agenoy
Anmual Accurmlations 1 cubie feot (est.)

Analysis sheets are the workpapers created in the course of records
-| inventories. They contaln records examiners! notes on the physisal
characteristics of records and any other information useful in the
preparation of reeads schedules.

RECOMMENDATIONs RETAIN FOR THREE YEARS AFTER COMPLETION OF SURVEY
AND THEN DESTROY. -
RECORD GENTER
8, | RECORD TRANSMITTAL SHEETS

Size; 83" x 1= /
Dates: 1958 - - nhnéé« el
File Arrangement; Alphabetical by agsney; logical

by disposal date .

. This 1s the primary-Record Center control file, The form is prepared
in triplicate for each sesparate group of records received by the

Record Center. Ons copy serves as the agency's receipt and the re-

maining coples, filed separately in the Record Center, serve as a
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‘FORM AR-RM 1A

* (11-1-88) RE( " ST FOR RECORDS RETENTION SCH “TILE

Hall of Records

SCHEDULE
NO. 340

(Continuation Sheet)

Commission

PAGE
NO. ¢+ 5.

4

®

5. Description of Records .
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

7.

1D,

location control and as a disposal control, The fils maintained
for disposal control may be considered non-record within the meaning
of the statute governing non-record material (Articls 41, Seotion
179, Annotated Code of Maryland, 1957 Edition). The recommendation
below spplies only to the location sontrol file.

RECOMMENDATION: RETAIN PERMANENTLY,

REPERENCE REQUEST MEMOS ARD MONTHLY REFERERCE SUMMARY

Sizes 83" x 6% ' , S
* Dates: 1958 = = -

Quantitys 1 folder

Fils Arrangement: Chronologieal -

Anmanl Accunmlation: % cubdc foot (est.)

The Record Center provides reference service wvhenever ageney per-
sonnel request records or information from stored files. Each
reference requsst memo records information relating to the reference
service provided, Specifically, the form shows the date, the agency
and division, the name of the agency representative, phone mumber

qnd extension, the title of the record, the schedule and i{em nmumber,

the folder eaption (name, number, or date), the type of request
(phone, visit, or mail), the type of sorvice supplied (informatien,
record, or photograph), the box number, and the lot number. The
Monthly Reference Summary, prepared for reporting purposes from
Reference Request Memos, shows the date, agency, title of record,
the schedule nuwber, item mumber, anxi the type of records ar inform-
ation supplied. .

RECOMMENDATION: RETAIR FOR TER YEARS AND THEN DESTROY. T
monns CORTROL REGISTERS
Size: 8%" x 11"

Datess 1958 « =
Quantity: 3 velmmee (% cubic foot)

File Arrangement: Chronologiecal W %
lee s e/t 75
This ditea includes the "Recards OQut" Register, the "Records Des-

troyed Register®, and ths "Records Received Register," all of which
are for statistical or control purposes in the Record Center. The
"Records Out® Register shows the date, the naxe of the agency, the
titls of the record, the lot number, the mmber of file units, the
signature or name of the sgency representative, and the date of

return., The "Resords Destroyed" Register shows the date, the agency,

the title of the record, the lot mmber, the number of containsrs,
and the schedule and item mmber. The "Records Received® Register
shows the date, the agency, the title of the record, the lot number,
the nusber of eontainers, the scheduls and item mmber, and remarks.

BRECOMMENDATION:s RETAIN PERMANEWTLY,




